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APPLICATION FOR RECORDS DISPOSITION STANDARD 
# 

INSTRUCTIONS: Prepare in duplicate and forward to"the Records Managemen 

3. I)CIM , Owision. Suldiviston & Administering Office Addrvr  ' 

MARTA 
2200 Peachtree Summit 
401 W. Peachtree 'Street 
Atlanta ,  Georgia 30308 

,i 

tnalyst, Management Systems Division 

FOR RECORDS MANAqEMENT DIVISION USE 
, Date  R n e t v d  Adplication No. Date Cumpletec 

FEB - 5 
JAN - 9 1979 79 - 7 
1. Application 2. Dept. Application No. 

1 Technical Spec ia l i s t  1 5 8 6 - 5 5 2 1 ,  
__ __ .~ . ... .. - ~ . .  

David E. Manuel 
__.- -~ 

~ _ _ _ _ ~  ~ ,~~ 

7 Action Retiuesled 
A .  Est;,blish Retention Schedule; record ill continue to accumulate. 
1 1 .  0 Dlspose of present accumulation; no r' rther accumulation anticipated. 

c. 0 Amend Application No. Check One: 0 Change; 0 Supercede; 0 Void 
s 

~~ .~ ~~~ - ~~~~~ 

9. Records Series Title (followed by title used in office; if different) -7 Latest MARTA Construction Division Contract Working F i l e .  Short- Range 
5. Dates of Series 
Earliest 

-- 1972 A k I -  - --__.I_ 

3 Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The Coxps.truction Divis ion i s  responsible  f o r  coordinating and managing pro jec t  
construct ion and assignment equipment procuredent and i n s t a l l a t i o n  a c t i v i t i e s .  
d i r e c t s  t h e  MARTA Construction s t a f f  and monitors and supervises  t h e  performance of 
t h e  General Engineering Consultant i n  organizing, planning, and managing t h e  t r a n s i t  
system cons t ruc t ion  and assigned equipment procurement and i n s t a l l a t i o n  programs and 
cont rac ts .  

It 

--I--__ ~- - 
I. Record Series Description This file contains the following documents (include form numbws and titles, if my): 

Attach samples of  the file. 
Docu&ts relating to :  The design, development, construct ion,  t e s t i n g ,  and d e l i v e r y  of 

cons t ruc t ion  cont rac ts  under t h e  Short-Range Grant f o r  development of 
bus t radspor ta t ion  system. Included are correspondence; General, Pre-B 

Correspondence, Weekly-Progress Report, Resident Engineer's Corresponde 
Progress Payment, Forecast;Real E s t a t e ,  UMTA, Risk Management, EEO and 
Subcontractors,  Agreements, Pe rmi t s ,  Change Orders, Close/Out/Inspectio 

Included are: Info .  Other B i d  Submittals,  Post  BidINTP, Audit, C l a i m s ,  Contractor 

Fi le  i s  arranged: By cont rac t  cons t ruc t ion  u n i t  number. 

~ _ _  __- -..____I _I -. , ~ 

. Monthly Reference Rate 

One to six months old 

twenty-five months and older __ 
Annual Rate of Accumulation of Records 

Letter-size drawers - --; Lega-size drawers I __ ; Shelves 

How often are records referred to which are: 

; Seven to twelve months old - ;Thirteen to twenty-four months old 
? 

- _ _ ~  - ~ . 

- ;Other /specify/ - ~ ~ 

~~ 

3012 13/76) 



. ~~ 

proper column) A __ ~~ __I___ 
---- - -  -- - 

a. I s  this the official copy'of the series? : 

I f  not. where is i t ?  
- .  ~ ~ - ~ -~ ~ . , ~ 

h. Does the contain confidential information requiring security handlibg? If yes, cite law or fegulation. 

~ _ _ ~  I 

scheduled separately? 
1. I s  the information contained in this series ever published? If yes. attach copy. 

p. I s  the information contained In this n r i s  ever analyzed andlor recorded in a summarized report? 

h. I s  there e duplication of this series in your office, or in another office or agency? 

- - - ~  _______._ ..~  -- .~ 

.l-l_~ ~- - ~ - .  .- --  -- ~__  - -. -. - ~ ~ ~ -  . _- ~. _ _  ~. . 

I t  yes, attach copy. . . ~~ 

~. - ~~ I_I_~~_ ~ .. ~~~ ~. 

If yes where? 
.. ~ _~ ~~~ _ _ _ ~  .~~ ~. . .  ... .- 

-I ~~ ...-- _- ~- - -~ 
-- __ .- ~- - - 

etention Requirements The following requires the series to be kept: 

.~ ~- 
a. State Law .. ~ . years. d. Audit period -~ years. 

b. Statute of limitation years. e. Administrat:ve need _ ~ -  .. years. 

c. Federal law I_._ - - . years. , 1. Federal retention instructions _- X--. ~- iearr. 

Attach copy or e x e r t  o f  laws or regulations. Exploin administrative need. 

X 

~. 

Urban Mass Transportation Administration - External Operating Manual 111-D-p.41 
.~ . .  

~ __ ~- _- ~- 
16. Approved Disposiiion Inrtruciions This agency recommends thal the file series be cui o f f  a1 the end of each: 

1 Calenclni Yea,; I . I  Fiscal Yea,; Other Completion ~ - of Contract ~ _ _ _ _ _  then, 

Construction Unit 
1 Hold in the current files area -. ~. monlhfsl I__-__ yeartd; then a Transfer to local holding area; hold ~ -. .- _ - yeartd; then 

0 Transfer to State Records Center; hold 

0 Destroy. 

0 Transfer to State Archives for permanent retention. 

Ll other /Specify1 

vearts): then 

. .  

Hold a l l  contract construction records for 3 years past ccmpletion of project 
and/or a l l  audit questims resolvedj then ,destFoy. . . 1~ -~ ~~ _ ~ 

-. . 
~ ~~ ~ - _ ~~ .. 


